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]. Requesting Agency
RECISTER OF WILLS - BALTIMORE CITY

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

A

e

Dispose of present occumulation. No Establish retention schedule for re- Microfilm and  destroy originals,
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease: to retained for the period of time indicoted., -
to warrant retention. . have value to warrant their retention after
’ the period of time indicated.
- 5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
|tem . work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
1. | RECEIPTS it atl of
econdd loraminacin,

ASTx 1" prenumbered receipt is prepared in quadruplicate for any
money received by the Register, except money received from joint
accounts (See Item £), The copies of the receipt are distributed as
follows: .

1, pzayee

2. cashier

3. remains in receipt book
4, ozflce ‘euditor

The cashier's copy is filed chronologlcalky. From it the cashier

posts to the Cash Receipt Book, which is a permanent record. This
copy of the receipt is necessary for aucit by the State Auditors.

The yellow copy which remains in the receipt book is also used by

the State Audltors.

The -copy used by the office auditor has no vzlue after the books
have been balanced dally. This copy is ncn-record within the mean--
ing of the statute governing non-record material (Art. 41, Sec. 155,
Annotated Code of 1951). The recommendation below applies to the
cashier's copy of the receipt and the -copy remaining in fhe receipt
book. These two copies occupy an estimated 10 cubic feet for the
period 1947 to date. A receipt form used prior to 1947 ocaupies

an additional 10 cubic feet in the basement vault. An estimated

12 cubic feet of material will be destroyed upon. approval of this
schedule,

RECOIMENDATION: RETAIN FOR THREZ YSARS OR UNTIL AUDITED, WHICHEVER
IS LATER AND THEW DESTROY,.

T
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ncy, Division or Bureau Representative

/ Signature
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ecords Commission.

‘chedul!Authofized os.lndico‘!a in Col. 6

Public Works.
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Date Archivist Date

Secretary
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5. Description of Records 6. Recommendation |

¢

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

2e

Se

_4.

JOINT ACCOUNT RECEIPTS

Cash, Securities, bonds, etc. held jJointly by the deceased and his
survivors are subject to the inheritance tax®s The receipt for this
tax is prepared in triplicate and distributed as follows:

1, to the payes '-
2. office auditor
5. cashier

Both copies retained by the Register of Wills are necessary for audlt
purposes. The office auditor's copy is filed in numerical order,

The Cashier's copy is filed chronologically and has the voucher
attacheds This material occuples 10 cubic feet for the period 1938
to date. The recommendation below applies to both copies of the
receipt and the attached voucher. Approximately 7 cubic feet will
be destroyed upon approval of this schedule.

RECOMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVIR
IS LATER, AND THEN DESTROY.
PAYROLLS

The payroll is prepared in’ duphcate on 81—" x 21" sheets, One copy
8 retained by the cashierj the other is forwarded to the Employeo's
tirenent System., The payroll information is duplicated and re- -

talned permanently in the Cash Disbursement Journal. The payrolls
are nccossary for audite They occupy 2 cubice feet for the years
1942 to date, ‘

RECOMMENDATION: RETAIN FOR THREE Y_EARS CR UNTIL AUDITED WHICHEVER

IS LAIER, AND THEN DESTROY.

endor’s invoices are filed chronologically, there are no attachments,
Lhe check number and date of payment is noted on the invoice iteelf,
The particulars regarding the payment and the check nurber are
recorded permanently in the Cash Disbursement Journal. The invoices
hre necessary for audit.

Lo date, TN

ECOMENDATION: RETALN FOR THREE YEARS CR UNTIL AUPITED, smcmm
IS LATER, AMD THEN DESTROY.

PHECKS | JW@

THECK STUBS ~

BANK STATEMENTS

Cancelled ¢hecks and bank statements are recapitulated with the
Cash Disbursement Journal as they are returned. The three items are

'WW‘%

They occupy 3 cubic feet for tl:ge yvaar; 1945
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5. Description of Records
Describe records accurately, Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

7.

8.

9.

(cubic or linear feet). Show recommended retention period.

necessary for audit purposes bubd have no valune thereafter.
occupy 3 cubic feet for the years 1945 to data.

They

RECOMNDATION; RGTAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AMD THEN DESTROY.

DEPOSIT -SLIPS |

BANK REGELPT .

THTERIAL, ATDTIORS RECEIPT I

These three items are used for depgsiting receipts of the Register -
of Wills. The internal auditors receipt is given to the cashier.at
the time he ‘accepts the money for transfer to the bank. The deposit
slip is the usual slip used by any depositor. The bank receipt is
prepared by the bank showing amounts and is signed by the teller.
These three items occupy 2 cublc.feet for the years 1945 to date,

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

RECELIVING WARRANT

This copy of the Treasurer's Receiving Warrant is included in Generw
al Schedule No. G-4, Item 3, approved at the May 10, 1954 meeting

of the Board of Public Works. <he approved schedule states that the
agency copy of the receiving warrant shall he retained for three
yea.rs or until audited, whichever is later, and then déstroyed.

-

APPEARA}\CE FEE CARD - ..

This postal card is a printed notification to an attorney that his
feo for appearance before the Orphans' Court is being held for him
by the Cashler., The card is signed by the.attorney and serves as
a receipt. The cards occupy 1 cubic fool for the period 1942 to
date. The annual rate of sccumulation is 6 linear inches,

'RECOMMEND ATION: RETAIN FOR THREE YEARS AND. THEN DESTROY.

MONTHLY BIJPORT OF THE REGISTER OF HILLS ’“0 THE \,cmpmomm OF ‘I‘E{E
TREASURY - : _ .

This 83" % 11" form is a notarized mnth]y statement embracing all’
sums of money.received for and on account of the State of Maryland,
The form also shows the distribution of the money. It is prepared
in quadruplicate and distributed as follows: BN FES

Treasury ISV SR SIS S A
Comptroller of the SR

[ S 4

1,
2.
3e .
4.:

Cashier
Reglister of Wills
Ofﬁ.ce Bookkeeper

@ﬂ/n«m‘d //a.éé %

MW
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hali of Records
and Board of Public
Works.

B,

10.

of the statute governing non-record material (Art. 41, Sec, 155,
Annotated Code of 1951). The recommendations for the Cashier's
and Register's cories are!

CASHIER
RECOM:ENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.

REGISTER OF WILLS :
RECOMLENDATION: RETAIN FOR TERM IN OFFICE AND FOR THREE YEARS THERF-

AFTER, THEN DESTROY,
REGISTERED MAIT, RECEIPT

The Reglster of Wills recelved a stendard poét—card form indicating
that the addressee has received registered mail. These occupy 4.
cubic feet for the perlod 1981 to date. _
RECO:MENDATION: RETAIN FOR THRES YEARS AND THEN DESTROY.

NOTICES TO RIECORDING CLERK TO MAKE ENTRIES IN THE PROCEEDINGS

The recording clerk received notice from the various departments of
the Register's office to make entries in the Proceedings Journal.
The notices include recordation of will filed, letters testamentary
filed, order to convey, etc. After recordation the notice has.
little or no value, there has been no reference to them. They are
maintained in chrenological order and occupy 4 cubic feet for the
;Zriod 1950 to date.

COM/ENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
CORRESPONDENCE

This {ile consists of correspondence with individuals, attorneys,
various state and county agencies, other states, etc. It is cone
cerned with the functlons of the Register of Wills. The file occupl
7 drawers (11 cubic feet) for the period 1949 to date. Correspon=
ience for the years 1943-1949 occupies 10 cubic feet in the basement
storeroom. - Approximately 10 cubic feet of material will be destroyed
ipon approval of this schedule.

RECOMIENDATION: RETAIN FOR THREE YZEARS AFIER THE EXPIRATION OF EACH
REGISTER'S TERM IN OEFICE, AND THEN DESTROY.
\ P2 Y57
R o
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